Job Postings Help

Job Postings are job openings that a member desires to post for consumer viewing on the Job
Postings area of your chamber’s website.

To view Job Postings
1. Click on Job Postings in the left-hand navigation bar.

2. The existing Job Postings will display. See Figure 5-5.

Click the Sort

Click preview Click the Job Order arrow to
to view what  postings title to sort the Job
consumers  edit the existing Postings by title
will see on the / Job Postings or date created.
web site. / entry. Sort Order: |Job Title .
/ / Job Postings
Action Joh Title / Category Active Dates Status Delete
Dre\riewr Clazsified Ads Phone Clerk Advertizing _g;ﬁggggg Approved ] - To delete a Hot
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» Add a Job Posting

™~ Click Add a Job Posting to create a
new Job Posting. All Job Postings
must be approved by a chamber
employee before displaying on the
chamber web site.

FIGURE 5-5 Job Postings

To add a Job Posting
1. Click on Job Postings in the left-hand navigation bar.
2. Click Add a Job Posting.

3. Complete the fields in the Add a New Job Posting screen.



Edit Job Posting
Lumber Loader

Job Specifications

Category: | Construction, Installstion and Mechanical v|
-_-_‘—-—-_________-_-_ C I -
] ick the category arrow to
Job Title: |Lumber Loacer |
N select the category where
Job Description: || | nher loader afternoons part-time 3-5. Great for studert. this Job Posting will dlsplay

Type the title of the Job

Posting which displays

when a consumer views
all available Job

Postings.
Contact Information
Business Hame: |Ace Hardware Type th_e J Ob
Contact Rep Hame: | d eZ ct:?itl;?i% 0
Street: [214 West Maple Street ‘
11121 | The Contact Information is

City/StateZip: |Green Valley [t
Local Phone: automatically completed
I with data from the
Business Info area but can

Email: |acehw@chambermas{er.ne{ . N h
be overwritten at this time
if desired.

Website Address: |

Active Dates
NOTE: Click on the dates you want your job posting te run. All dates must be szlected at this point, active dates cannot be
changed once the job posting has been purchased. Jab Postings are sold on aweek by we ek basis, beginning on Sunday of

each week,

Click to select the check

Select dates for this job posting to be run:
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| | | | | | | | GRS desired dates for this
uncheck all .
o G Job Posting to be run.
Shangeluates These dates may NOT

be changed later.

Click the left or
right arrow to
display past or fut

FIGURE 5-3 Add a New Job Posting

4. If this Job Posting is setup for no charge, click Submit for Approval; your Job posting has been
submitted to your local chamber for approval. If this Job posting is setup with an associated
charge, click Continue and complete the Job postings Checkout window and then click

Purchase Now. See Figure 5-4.



Saved Hot Deals

Artson Tile Rate per Week Gold Diseount Weeks  Total Cart iption
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FIGURE 5-4 Job Posting Checkout

To delete a Job posting

1. After clicking Advertising in the left-hand navigation bar, click to select the check box at the
end of the row of the desired job posting.

2. Click Delete.

3. Click OK.

Deleting a Job posting removes it from the local chamber website. It does not remove any
associated billing charges. Talk to your local chamber representative for details related to billing.
To edit a Job posting

1. After clicking Advertising in the left-hand navigation bar, click the title of Job Posting that you
wish to edit.

2. Make the desired edits and click Save.

3. Click Job Postings List to return to the list of Job postings.



